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Career Assistance Program (CAP) 

Local Workforce Investment Areas (LWIA) 

Scope of Work 
 
 
Overview 
1) The Contract Agreement paragraphs three (3) and four (4) and Exhibit III – Assurances items 

eleven (11) and twelve (12) are not applicable to this Scope of Work.  References to the 
Workforce Investment Act (WIA) contained in the Contract Agreement and in Exhibit III – 
Assurances shall additionally apply to Temporary Assistance for Needy Families (TANF) by this 
reference. 

 
2) This Scope of Work is subject to the terms and conditions of the Personal Responsibility and 

Work Opportunity Reconciliation Act of 1996, and the Deficit Reduction Act of 2005 (DRA) as 
applicable to TANF, and any amendments or revisions thereto, which by this reference are 
incorporated herein as if fully rewritten. 

 
3) This Scope of Work is subject to the TANF terms and conditions of 45 Code of Federal 

Regulations (CFR) Part 260 – 265 (Reauthorization of the TANF Program; Final Rule) and any 
amendments or revisions thereto, which by this reference are incorporated herein as if fully 
rewritten. 

 
4) The Personal Responsibility and Work Opportunity Reconciliation Act of 1996, TANF 

Regulations 45 CFR Part 260 – 265, and the DRA may be found at the Website 
http://www.acf.hhs.gov/programs/ofa/. 

 
5) This Scope of Work is subject to the CAP Policies and Procedures Manual and any amendments 

or revisions thereto, as issued by the Division of Workforce Development (DWD), which by 
this reference are incorporated herein as if fully rewritten.  This Scope of Work is also subject to 
the current federally approved Work Verification Plan, prepared by DWD and Family Support 
Division and submitted to the Department of Health and Human Services. 

 
Funding 
1) Please note that while the contract period for this program will be July 1, 2008 through June 30, 

2009, we will only release 50% of the allocated funds to operate this program for the first six 
months.  We will then review each region’s 2008 CAP performance for that time period to 
determine whether or not the remaining funds will be released, based on the Local Area CAP 
Funds Redistribution Policy.  The performance review will include the expectation that each 
region meet or exceed a work participation rate of 15% or the most recent statewide work 
participation rate whichever is lower.  If your region’s work participation rate is lower than 15% 
or the statewide work participation rate as stated above, you must have shown an incremental 
percentage improvement in your region’s rate throughout the first 6 months of this contract.  
Any under-performing program will be subject to early contract modification or termination.  
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2) Administration will be capped at 10 percent of the LWIAs’ allocation.  For the funds contracted 
and applicable to this Scope of Work, Administration shall be defined as described at 45 CFR 
Part 263, Sec. 263.0 (b). 

 
a) Contract funds can be used to hire program staff.  Staff costs shall be estimated in a separate 

budget note. 
 
3) Training expenditures will no longer have a minimum expenditure requirement.  However, 

training costs must still be tracked as a separate cost category. 
 
a) Costs attributable to the training category may include tuition, costs associated with training 

participants paid to employers, any employer reimbursements, books, fees, work-related 
expenses required for training, costs of staff in providing training, negotiating on-the-job 
contracts, and follow-up with participants to ensure completion of training.   

 
4)   DWD will pay Transportation Reimbursement Expenses (TRE) directly based upon 

documented approval of TRE in Toolbox 2.0, and subject to availability of funding..  DWD will 
pay TRE from those funds identified by the LWIAs to be set aside in the local allocation budget 
for TRE expenditures.  These costs shall be estimated in a separate budget line item. 

 
General Requirements 
1) All Local Workforce Investment Boards (LWIB) must take every step necessary to ensure that 

sub-contractors comply with all requirements of CAP so that Missouri is not at risk of federal 
TANF program sanctions due to employment and training related issues, regulatory 
requirements, data integrity, and reporting practices. 

 
2) At a minimum, LWIBs shall: 
 

a) Ensure that all communications from DWD relative to CAP, including policy revisions, are 
distributed promptly to all CAP sub-contractors. 

 
b) Ensure that sub-contractor staff complies with all state and local policy requirements. 

 
c) Ensure that all case managers enter all information into Toolbox 2.0 in an accurate, timely 

(i.e., “real time”) manner.  This includes any entries to authorize TRE and Work Related 
Expenses (WRE) payments.  Any information not entered correctly and timely has the ability 
to negatively affect the state’s future receipt of TANF funds. 

 
d) Each region is responsible for designating either the LWIB or CAP sub-contractor to pay 

WRE directly, based upon the documented approval of WRE in Toolbox.  The LWIB is 
authorized to draw down funds for WRE payments.  These costs shall be estimated in a 
separate budget line item.  WRE expenditures will be reported to DWD via the Contract 
Progress Report. 

 
3) Ensure that a central point of communication with DWD Central Office CAP staff be 

established to ensure that all information is coordinated through this person.  Provide that 
person’s name, phone number, and e-mail address to Susan Petersen, Self-Sufficiency Program 
Manager (susan.petersen@ded.mo.gov). 
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4) Ensure that a written policy is developed locally (that is consistent across the region) to address 

authorization and payment of TRE and WRE, in addition to any other policies required by state 
policy that can be determined at the local level.  This policy must be submitted to the Self-
Sufficiency Program Manager for review within 30 days of the execution of this contract, or, as 
new local policy is developed, within 30 days of LWIB approval.  DWD Central Office staff will 
determine if the policy is in agreement and does not violate any state or federal regulations or 
policy.  

 
a) Specific policy related to TRE:  If a sub-contractor chooses to use transportation passes or 

gasoline vouchers instead of authorizing TRE in Toolbox, they must also include in a local 
policy the process outlining how those passes will be issued, how staff will document 
(including Toolbox) when passes/vouchers are submitted, and the internal tracking system 
to be coordinated with DWD’s Financial Services section. 

 
5) Ensure that orientation and initial training is provided at the local level to all staff working with 

CAP within 60 days of hire, and that ongoing and remedial training is provided to existing staff 
at least biennially.  

 
Monitoring 
1) Contract expenditures and achievement of work participation rates will be monitored quarterly. 
 

� Funds may be reduced if expenditures are not on target for annual expenditure rate. 
� Funds may be reduced if work participation rates are not being met. 

 
2) DWD will make revisions or reallocate funds to LWIAs based upon the Local Area CAP Funds 

Redistribution Policy as issued or as may be revised, which by this reference are incorporated 
herein as if fully rewritten.  

 
Community Service Program and Alternative Work Experience Program/Community Work 
Experience Program (AWEP/CWEP) 
Each full-service Missouri Career Center shall provide no less than two (2) community service slots 
at the Career Center; to be filled by a CAP recipient.  Missouri Career Centers with a large service 
area must make attempts to allow for a larger number of community service slots to be available. 
 

a) Worker’s Compensation must be provided for volunteers in Community Service program or 
AWEP/CWEP.  The following rules apply: 
i) The state of Missouri/DWD will provide Worker’s Compensation coverage for CAP 

recipients participating in the Community Service program in any position that is 
considered “state employment.”  This is based on the self-insured status of most state 
agencies, allowing the entity that “controls and directs” the volunteer (considered the 
employee) to be considered the employer.  All state agencies’ employees are covered 
except Missouri Department of Transportation and Highway Patrol. 

ii) The person/entity that “controls and directs” is the person/entity who directly oversees 
the day-to-day tasks of the recipient.  This includes, but is not limited to, the worksite 
supervisor, employment agency, employer, and the Division of Vocational 
Rehabilitation. 
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iii) If a CAP recipient is placed in a job that is not covered under section a.i) above, the 
LWIB/sub-contractor is financially responsible for providing Worker’s Compensation, if 
required.   

 
The CAP contractor and DWD staff will coordinate with the appropriate Business Representative 
when initiating contact with business customers. In most situations, this coordination will be with 
the DWD Business Representative and/or a LWIB Business Representative. Business contacts 
should be conducted in coordination with the appropriate DWD Business Representative or LWIB 
Business Representative to help ensure that duplication of contact is not occurring.  
 
All CAP services shall be available in all full service Missouri Career Centers and accessible in 
affiliate sites, as needed.  Provision of services in affiliate sites do not negate the contract provisions 
regarding use of Missouri Toolbox 2.0 and Real Time data entry. 


